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Chief, Hecords Management Stafe W
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1. Your memorandum of 26 April 1960 to the Chief, Building
Bupply Office, stated that the two gizes of multipurpose envelopes
would replace the gix sizes of conventional envelopes now in the
supply system, end that these gix types would be isswed only for
OVersess use.
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2. Cootrery to our original objectiys9, we now reslize that
it would be fwpractiesl to eliminate from use in Headquarters the
six sirzes of envelopes referred to in your memorandum. ‘The largest
two of these sizes are needed for overslize waterial and for double
wrapping purposes. The other sizes, with the posaible exception of
size 15" x 10%, are needed as inner envelopes for double wrepping
purposes. For double wrapping, the 12" x 10" multipurpose envelope
1s undesirable as an inner envelope becavse a 16" x 12% conventional
envelope 1s then needed es the outer earrier. A wore practical
and economicel arrevgement would be the use of eanventional envel~
opes up through size 113" x 83" for inmmer envelopes, and the use of
12" x 10" multipurpose envelopes for the outer carriers.

3. Aecordingly, Y recommend that the six sizes of conventional
envelopes and the two sizes of multipurpose envelopes be stocked
for xeadquart«am uge.

L. There are existing requirements for the multipurpose envel.
opes. These requirements are based on procedures established in
offices which are using these envelopes in conjunction with the
Courler Receipt and Log Record, Porm 240, Also, we will continue to
publicize the use of thesge envelopea, I therefore sppreciate very
much your efforts to get the multipurpose envelopes into supply
channels, !
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